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The problem of this study was to conduct an analysis and
evaluation of the courses in the secretarial science curriculum
at Morehead State University, Morehead, Kentucky.
It was the purpose of this study of the secretarial science
graduates of Morehead State University from June, 1960 to May,

1967 (1) to evaluate, identify, isolate, and analyze the secretarial
curriculum; (2) to determine the degree or level of teaching
preparation for the specific teaching area; (3) to define the areas
of deficiency in the training program; and (4) to analyze the
problems of the graduates during their first year of employment.
The procedure for this study was constructed in the following
manner :
One step consisted of a historical study of the secretarial
science program to ascertain its or igin, its objectives , and its
purposes .

This was conducted through a survey of related lite rature .

The next step was to send a questionnaire to all graduates
of Norehead State Unive rsity from the period June, 1960 to May ,

1967 who had either a major, minor, or an associate degree in
secretarial science.

The data were collected and tabulated in

proper form and these data were subjected to appropriate analysis

and evaluation.

Seventy- five l etters were mailed, and 56 percent

of the total mailing list responded to the questionnaire, or
72 . 41 percent of the total number assumed to be in the hands of
the graduates since the letters were not returned by the postal
department .
This study showed that 31 percent of those respondfog had
gone on to complete higher degrees , with 59 . 37 percent entering
the field of education.

A total of 65 percent had taught business

subjects , with the greatest percentage, 38 . 09, having taught three
to five years.
The greatest responsibilities p laced upon the business
teacher involved service activities such as the yearbook and
the newspaper, and , 91 percent of those having work experience
responded favo r ably to the positive value of wo r k experience in
contributing to teaching business subjects .
The students felt least prepared in business law and
best prepared in typewriting .

The evaluation indicated that

psychology , secretar ial prac tices , and general business were
essential courses, with orientation in education and fundamentals
of secondary education of little value or no use a t a ll.
The results of the study revealed the following problems
of the beginning teacher :

motivation; discipline; materia l needs;

large classes to inst ruct ; too many different cou ses and too
much work; and problems in teaching in hometown school.

The results indicated that the weeks on-campus during
the professional semester received a lower rating than the weeks
off-campus.

The weeks on-campus were rated average by 63.63

percent, while the weeks off-campus were rated excellent by
50 percent.
The evaluation of the business content courses taken
rated typewriting,' shorthand, business English, office, clerical
or secretarial practices, and business machines as essential,
with accounting and economics as of doubtful value.
This study also indicated that courses needed to be included
in the pre-service secretarial curriculum were data processing,
Business English, methods courses for typewriting and shorthand,
a charm course, a course in advertising and salesmanship, and
a course in personality and human behavior.
As a result of this study the following recommendations
were made:
1.

2.

3.

Secretarial science students should be better
prepared in areas of bookkeeping, business
English, business law, general business,
and marketing.
The professional semester period on-campus must
be upgraded to give the students more practical
experience that can be related to the classroom.
Orientation in education and fundamentals of
secondary education should be carefully
reconstructed to be of value to the student.
Additional methods courses should be included in the
curriculum, with a stronger course in business
English or business communications incorporated
into the ptogram of study. A charm course and
a course in personality and human behavior
as related to business should be added to the
curriculum.

,

4.
5.

Students should be taught practical approaches to
teaching, including motivating elements and
factors for the classroom.
Students need a better understanding of actual
requirements of the classroom, including purchasing
of equipment and related duties of the teacher.
These could be covered in a related methods
course or a course in general education.
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CHAPTER I
THE PROBLEM AND DEFINITIONS OF TERMS USED
Secretarial curriculums have long been a part of the total
program available to students at the college level.

During the

past two decades the secretarial curriculum has assumed new importance
with additional objectives more clearly defined than in the past.
nature of a highly competitive economy requires change and the pace
of the change seems to have accelerated more rapidly than the
institutions preparing pe r sons for employment in the various
capacities.

As an increasing number of post-secondary schools

develop their programs in business, it will become almost mandatory

for teacher-preparing institutions to devise programs specifically
designed to prepare good teachers for schools of this nature.

I•

Statement~

EE!

THE PROBLEM

problem.

It was the purpose of this study

of the secretarial science graduates of Morehead State University
from June, 1960 to May, 1967 (1) to evaluate, identify, isolate,
and analyze the secretarial science curriculum at Morehead State
University; (2) to determine t he degree or leve l of teaching
preparation for the specific teaching area; (3) to define the areas

The

2
of deficiency in the t raining pro&r am ; and (4) to analyze the
prob lems the graduates experienced during their first year of
employment.
Limitation

2f ~

considered in this study.

problem.

Several limiting factors were

To ascertain the origin of the secre-

tarial science program, an investigation of the history and
development of such a program was necessary.

This investigation

was limited to a review of published material related to the subject.
The utilization of check lists in questionnaires has a
limited value.

However, the respondent was provided with spaces

to express himself further on any topic covered.
This follow-up study was limited to all secretarial science
graduates with either a major, minor, or an associate degree from

Morehead State University from June, 1960 to May, 1967.
Importance

2f _ili

study.

Many studies have been completed

and articles written concerning the secretarial curriculum at the
college level.

Thete remains, however, a vast amount of material

yet to be explored in terms of its ultimate value in the business
progr am.
Ther e are many varying opinions regarding course requirements
in the secretar ial program and what the content of the courses
should be.

This study will attempt to clarify course requi r ements

at Morehead State University.

3

II.

DE~INITIONS OF TERMS USED

The following words appeared to be utilized in the sense
that they were constructed to be unique and were accordingly
defined;
Secretarial science curriculum.

The secretarial science

curriculum refers to the total curriculum at the college level
that attempts to prepare students for various stenographic
positions and/or certification for teaching at the secondary
level.

1

Associate degree.

The associate degree refers to the two-

year program in secretarial science.

Such a program is smaller

in scope and attempts to prepare students for employment following
a period of short and intensive instruction.
Stenograph,

2

Stenograph refers to the secretarial program

as outlined by the Departme~t of Public Instruction of North
Carolina,

3

.

1

This definition is common usage of the word in the Business
Education Department at Morehead State University, Morehead,
Kentucky, (November, 1968),
2Ibid,
3 cuidance in Business Education, Suggestions .f2.:: Counselors and
Administrators, Monograph~• South Weste_rn Publishing Company,
(Ohio: South-Western Publishing Company, 1953), 24,

CHAPTER II
REVIEW OF THE LITERATURE
Muchras been written within recent years concerning the
evaluation of the secretarial training program and its importance
in the business curriculum.

However, only a brief summary of the

origin and objectives of the program will be given.
I.

ORIGIN OF THE SECRETARIAL TRAINING PROGRAM

The secretarial training program began as a special waremergency program in 1943 at the University of Michigan when the
·University authorized the addition of secretarial training
courses to its curriculwn.

The first year the secretarial

training course was accredited in the College of Literature,
Science, and the Arts.

The program was incorporated with the

School of Business Administration in the following year and
rejection or credit for the skills courses was left to the individual
schools and colleges of the University.

The secretarial certificate

was awarded concurrently with a baccalaureate degree earned in
any school or college of the University upon completion of

.,

32 semester hours of specified courses?·

1l
- Irol W. Balsley, "The Awakening," Business Education Forum,

(May, 1968), 12.

5

The first business teachers taught as itinerant teachers
and were equipped to teach only the subjects needed on the job.
They had few of the course requirements as needed today.

The

preparation of business teachers became an important function
of colleges and universities after business courses became popular
in public schools.
II.

OBJECTIVES OF THE SECRETARIAL TRAINING
PROGRAM

Undergraduate business teacher education consists
primarily of instruction in vocational office skills, business
background knowledge, general education, and teaching methodolo~y.
Student teaching usually culminates the undergraduate's professional
preparation.

Business teachers often interrelate acquired office

skills in an actual job situation with the classroom instruction.
The business teacher education student needs work
experience_ in a business environment.

Future business teachers

need to understand what is involved in vocational job preparation
as it pertains to the skills used in the job situation.

Cooperative

busin~ss programs also provide the future teacher with valuable learning and teaching experience that could not be obtained elsewhere.
Such a program was carried on at the University of North Dakota
and the major objectives of the program were:

6
l.

2.
3.

4.

5.

6.

To provide future business teachers with
opportunities to integrate office skills
in real work situations.
To serve as a medium for self-appraisal.
To assist the student in the development
of a high quality work concept.
To guide and to appraise each individual
student.
To develop an understanding of job learning
problems.
To provide an opportunity for £~rsonality
interaction and evaluation.

Hoskinson stated that the traditional objectives of
the business teacher training program have been two-fold:
• • • The traditional program has been to prepare
the undergraduate students to become business teachers
on the junior high or secondary level, and to provide
additional learning experiences for teachers in the
field through traditional graduate programs as well
as through vjrious types of in-service education
experiences.
The secretarial program trains students to perfoilll various
office functions that fo=erly occup~ed a major portion of the working
day of the executive.

.

·-

Such duties include classifying and organizing

data, applying statistical techniques to collected data, preparing

~ale D. Atwood, 11 A Work Experi,ence Program for Future
Business Education Teachers," Business Education Forum,
(April, ·1962), 21.
3
Robert E. Hoskinson, "Weaknesses of the Past and Present,"
Business Education: An Evaluative Inventor, National Business .
Education Yearbook No. 6, Washington: National Business Education
Association, 1968), 345.

,.,,.,.

7

reports, composing letters and memos, setting up a program of
records management, acting as office manager, scheduling activities
'

of the office, and supervising the work 9f subordinates.
Purposes.

4

Warrens. Perry found that with the change in

the role played by the federal government and its effect upon
the activities of the nation, there

exists a need for all students

to become more literate in economic understanding.

This should

include what effect government activities has upon the nation and
its control upon business.

A beginning of this understanding should

be included as a part of a course in basic gusiness education.
General.

5

There are many variables that preclude a simple

placement system for students who have begun their programs in one
school and wish to transfer to another.

Problems in course identity

are not easy to solve, but with careful inquiry and curriculum
planning, difficulties encountered in moving from one place to
another could be.reduced to a minimum.
What are the basic courses?

This question has arisen numerous

times and is yet to be solved completely.

Dr. Musselman summarized

the essentials of the secretarial program with the following:

4

Irene Place, "College Shorthand and Typewriting," Business
Education Forum, (May, 1969), 10.
5

.

Warrens. Perry,, 11 Changes Affecting Basic Business Education
Teaching," Business Education Forum, (May, 1961),.16.

8

First year--typewriting, two semesters; shorthand,
two_semesters; office machines, one semester; second
year--office practice, two semesters; office internship,
two semesters; shorthand and transcription, two
semesters.6
Business education faculty often feel that the two-year
business curriculums lack prestige /Ind good public image.

The

report of_the Panel of Consultants on Vocational Education stated
in 1963:

"Prestige is an important factor in all vocational

prog~ams,

Mature person~ like to be associated with an institution

that ranks high in the eyes of the community,"

7

Samuel M, Burt concluded a study for the W, E, Upjohn
Institute for Employment Research and reported that educators
have a lack of knowledge regarding the structure and motivation
of business-industry cooperation,

He:also reports that educators
-

do not provide adequate staff for deve:loping•:industry-education
cooperation, and they have poor organizational structure on whic_h
to )l"e-late;properJ,,y to industry and to build such cooperation,

8

A primary measure of the quality of the business program is
how well the business teacher keeps prepared to provide up-to-date
instruction,

The problem of keeping informed on current developments

is common to all teachers,

6J, Alvin Dickinson and Vernon.A, Musselman, "The-Secretarial
Curriculum in the Community College," National Business Education
Quarterly. (Winter, 1967-8), 44,
7

-

F, Parker Wilber, "Advisory Committees and the Business

Curriculum," National Business Education Quarterly, (Winter, 1967-8),
19.
8

Ibid,, p, 20,

9

In reviewing the business requirements at various levels,
it was found that there was a wide disparity between what goes
on in business and what goes into the curriculum,

A, E, Riddle

stated that it was imperative that the educational system keep
pace with business if graduates are to·fit readily into
business,

9

Teacher education schools often let their curricu_lums
become static or inflexible,

The prospective teacher may lack

the understanding and experience to know what subjects can be
studied most profitably _when preparing for his profession,

The

school personnel must be informed on what needs to be taught in
terms of a student's professional and personal objectives,
Leroy Johnson conducted a study of the business education
graduates of Albany State College from 1960 to 1965,. The purpose
of the study was to secure the graduates• opinions regarding the
effectiveness of their business courses in preparing them for the
jobs, and to search for ways to expand and improve the business
curriculum of the school,

It was found that the business administration

curriculum should revise its program to provide greater depth in
management and accounting,

The college also needed to examine the

quality of instruction offered, upgrade admission requirements and
academic standards, and guarantee the institution's produce in the

9

A, E, Riddle, "Work Experience--A Must for Business Teachers,"
Business Education Forum, (February, 1961), 24,

lO

sense of insuring that only competent and intelligent persons
graduate.

The graduates listed the f,ollowing courses in the

order indicated which they considered most helpful:
English grammar and composition, shorthand and
typewriting, mathematics, accounting, psychology,
general education, managemen~, and speech. The areas listed as needing more training were English
composition, mathemati,cs, accounting, secretarial
practices, economics,, and statistics,10
Vera Gunn Kinzey in her analysis of business education
curriculurns and the attitudes of teachers toward their value
found that teachers are best prepared in (1) typewriting, (2) shorthand, (3) bookkeeping, and (4) office practice,

11

The courses

recommended to be added to the curriculum were (1) more methods
courses, (2) special methods courses,. (3) office machines, and
(4) more business content courses.

12

101eroy Johnson, "Study of Business Graduates of Albany
State College," Collegiate~~ Views, (May, 1966), p, 16,
11vera Gunn Kinzey, "An Analysis of Business Education
Curricula and the Attitudes.of Teachers Toward Their Value,"
(unpublished Ed.D. dissertation, School of Business, University
of Georgia,_ 1966), 112.
_12rbid., p. 114,

CHAPTER III
FORMULATION OF HYPOTHESES AND TECHNIQUES USED
The literature indicated a need for an evaluation of the
various business curriculums in terms of their ability to meet
the needs of the students in preparing them for a particular
profession.

Change is inevitable in business education, and

progress is dependent upon progress in knowledge and understanding
of the many facets of the area • . This is achievable through carefully
executed study and experimentation.
I.

FORMULATION OF HYPOTHESES

It was the hypothesis of this study that there were definite
and specific areas of deficiency in the secretarial science training
program that could be determined as to nature, intensity, and
scope.
II.

TECHNIQUES USED

The procedure for this study was constructed in the following
manner:

One step consiste·d of a historical study of the secretarial
science program to ascertain its origin, its objectives and its
purposes.

This was conducted through a survey of related literature,

i

_,

I

12
The next step was to send a questionnaire to all graduates
of Morehead State University from the period June, 1960 to May,
1967 wh~ had either a major, minor, or an associate degree in
,1

secretarial science.
Analysis of data,

The data received wer.ecollated and tabulated

in proper form and these data were subjected to appropriate analysis
and evaluation.

- ''

'

CHAPTER IV
EXPERIENCES, ACTIVITIES, AND EDUCATION
OF SECRETARIAL SCIENCE GRADUATES
Morehead State University graduated seventy-six students
with either a major, minor, or an associate degree in secretarial
science from the period June, 1960 to May, 1967.

Of these seventy-

six graduates, one had moved out of the United States and no attempt
was made to contact this individual; therefore, the total number
used when referring to the entire numb.er of graduates is seventy-five.
I.

QUESTIONNAIRE RESPONSES

Seventy-five cover letters and questionnaires were mailed
on February 3, 1969.

Seventeen or 22.67 percent of this first

mailing list was.returned for which no contact could be made.
This was due to name changes, no forwarding address, and addressee
unknown,

On March 3, 1969, the follow-up letter· was mailed; and

by March 31, forty-two responses were received.

This represented

56 percent of the total.mailed and 72.41 percent of the total number
of questionnaires assumed to be in the hands of the graduates.
Table No. l lists the number of graduates from the period
June, 1960 to May, 1967.

The table also gives a breakdown of the

number responding from each graduating class.
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TABLE I

GRADUATES WITH MAJORS, MINORS, OR ASSOCIATE DEGREES IN
SECRETARIAL SCIENCE FROM JUNE, 1960 TO.MAY, 1967

Year
of
Graduation

Number
of
Graduates

Number
of
Responses

Percent of
Total
Responding

1960

2

1

2.38

1961

*7

3

7.14

1962

5

3

7.14

1963

9

5

11.90

1964

11

7

16.66

1965

12

7

16.66

1966

15

9

21.42

1967

**15

7

16.66

76

42

Total

*One of the 1961 graduates had moved out of the United States,
therefore no effort was made to contact this individual.
**Four of the 1967 graduates received the associate degree.

15
Sixty-six percent of the total returns were received from
the first mailing.

The. remaining 34 percent of the returns were

received from the follow-up letter that was mailed on March 3

0

It was assumed that 21.33 percent of the graduates received
the questionnaire but did not respond to it since the letters
were never returned.

Seventy-seven percent of the original mailing

list was assumed to have reached the correct address since they
were not returned by the postal department.
Of the 72.41 percent of the responses to the questionnaire,
23.80 percent were returned with an indication that the graduate
did not feel he could give a valid response for various reasons.
Some of these reasons were:
1.
2.
3.
4.
5.

Had never taught .business subjects.
Had never taught since graduation.
Had been a housewife since leaving college.
Had taught in other areas not using the business
background.
So many changes had taken place since graduation
they did not feel they could give.a valid
evaluation.

Table No. II gives a pe_rcentage breakdown of those unable to
respond.

The greatest number unable to respond came from the period

1964, 1965, and 1966.

Those unable to answer the questionnaire from

the graduating class of 1967 had not been out of school long enough
to work or teach in the business field.

16

TABLE II
PERCENT OF RESPONSES RECEIVED FROM GRADUATES
WITH MAJOR, MINOR, OR ASSOCIATE
DEGREE IN SECRETARIAL SCIENCE

Year
of
Graduation

*Percent Unable to
Percent of Total
Respond
Responses
Received
And Returned Questionnaire

1960

2.38

0

1961

7.14

0

1962

7.14

0

1963

ll.90

10

1964

16.66

20

1965

16.66

20

1966

21.42

30

1967

16.66

eo

*A total of 23.80 percent of the 72.41 percent returning
the questionnaire indicated they were unable to respond to the
questions for various reasons.
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Today's business teachers are probably similar to other
teachers in the matter of professional interests and activities;
the better teachers are professionally interested and active, and
the other teachers participate in fewer activities.

The field of

business education has not been outstanding in the past for the
quality of research carried on in its own field, and some of the
faults common to research in gen~ral are as follows:
1.
2.
3.
4.
5.

Studies tend to be vulnerable because_of overuse
of survey type of research and inadequate
evaluation of available facts and findings.
The studies have frequently been restricted to small,
heterogeneous, or unrepresentative samples and with
limited general significance.
There are too few carefully controlled experiments.
Too often there is failure to evaluate and apply
promising experiments for the imp~ovement of
education.
Statistical design and analysis in many researches is
naive. i:,

The field of business education offers wide opportunities for
research.

The recent rapid change in business technology, the change

in occupational patterns, the refinement of research techniques .in the
behavi_oral sciences, and the increasingly favo1:able climate generated
by the passage of federal legislation has led to cont~nued research and
higher education for the business major.

Table No. III shows an analysis

of the degrees completed_ since gradua.tion from Morehead State University.

1John M. Trytten and Frank w. Lanham, 11 What Ought the Research
Division To Be?" National Business Education Quarterly, (Spring, 1966),
5.

18
TABLE III
MASTER'S DEGREES COMPLETED SINCE GRADUATION

Area of Study

Number of Responses

Percent of Total
Completing Degrees

Theology

l

10

Education

4

40

Guidance and Counseling

2

20

Supervision

1

10

Business Education

1

10

Commercial Degree from
Business School

1

10

10

100

Total

ADDITIONAL WORK WITHOUT COMPLETION OF A DEGREE:
Library Science

1

20

Law

l

20

Special Education

1

20

Business ·Education

2

40

5

100

Total

NOTE: Ten of the 32 responses tabulated had gone on to
complete a master's degree. Five of the 32 responses tabulated
had additional hours but had not comple'ted the master's degree.

19
- It was found that 31 percent of those replying to the
questionnaire, or 10 out of the 32 replying, had gone on to complete
the equivalent of the master's degree since graduating from Morehead
State University.

Five of the 32 replying had additional work beyond

the undergraduate degree but had not :completed a higher degree.
A total of 59 percent of those replying to the questionnaire
were presently teaching, while 25 percent had found employment in other
capacities including administration, secretarial work, and the ministry.
The modern business teacher must be professional minded, and
this is evidenced by the tremendous quantity of literature available
in the field of business education and the increasing-number of
enrollments in the many graduate departments which offer advanced
courses for business teachers.

One of the largest and strongest

professional associations serving the vocational education needs
today is the American Vocational Association, an organization which
has exerted much influence over the years toward the improvement
2

and strengthening of vocational education.

Among the outstanding

professional achievements of the nation's business teachers are
the following:

2
Lloyd v. Douglas, Business Education (New York: The
Genter for Applied Research in Education, Inc., 1963); 43.
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1.
2.
3.
4.
5.

6.

Maintenance of strong departments in the National
Education Association and the National Business
Education Association.
The holding of excellent annual conventions in all
regions of the nation.
Development and servicing of the National Business
Entrance Tests developed in cooperation with
the National Office Management Association.
Continuous publication of yearbooks and magazines.
Establishment in 1923 of the national honorary
fraternity for business teachers, Pi Omega Pi,
which has grown to over 90 chapters with a total
membership of more than 25,000.
Establishment in 1936 of the national honorary graduate
fraternity for business teachers, Delta Pi Epsilon,
which has grown to 36 chapters on the campuses
of various colleges and universities.3

It has been said that teachers are often frightened of research,
statistics and other technical demands.

In addition, the pressures

of a full teaching schedule make it difficult for business teachers
to carry out long and expensive investigations.

However, funds are

available for teachers who have an interest in research.
The well-prepared business teacher will recognize the changes
taking place in the business world today.

The qualifications and the

preparation of the teacher-coordinator for the cooperative programs
in business education vary from state to state; however, the major
requirements which have become relatively standard throughout most
states fall roughly into the following four groups:
l.
2.

Regular certification as a business teacher.
Professional preparation as a coordinator,
which generally requires approximately
8 semester hours credit in appropriate college
courses.
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3,

4,

Adequate technical preparation in special
subject matter or fields of work in
which the student will be working,
For supervision of work experience,
the coordinator should have special
preparation in such technical subjects
as salesmanship, marketing, office
occupations, and advertising,
Adequate successful work experience is the
next major concern, In order to be
considered adequate, the work experience
should have been in the particular kind
of work being supervised and coordinated
with the classroom instruction, The
work should have been on a regular ,•.. A
type of job and for pay, and preferably
should have involved different work
experiences rather than the repetition
of one type of work. 4

R, Dermott Bell stated that one of the most crucial ingredients
in the preparation of office practice teachers is actual office
experience,

The teacher should have work experience which will be

a distinct advantage when it comes to bringing realism, practicality,
and life into the classroom,

5

This effectiveness can increase even

more if he has performed a number of different office functions during
his employment,

The write~ further stated that the length of time in

the off.ice should be required to average approximately 1000 hours,

6

Twenty-two of the 32 graduates responding to the questionnaire
had both teaching and work experience,

The majority of the graduates

had from three to t"en years' experience in these two areas,

4

.!.2!!!· ,

5·

A breakdown

p, 68,

R, Dermott Be 11, "Standards of Preparation for Office Practice
Teachers," National. Business Education Yearbook No, 5, (Washington:
National Business Education Association, 1967) ,. _205,
·6 .
.
.!.2!!!•, p. 206,
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of this teaching/working experience is given below in Table IV,
It was found that over 43 percent had from 3 to 5 years' teaching
and work experience,
TABLE.IV
YEARS OF TEACHING AND WORK EXPERIENCE

Years of Teaching and
Work Experience

Percent of Total
Having Work Experience

l

9,37

2

12.50

3-5

43. 75

6-10

21,88

11-16

6,25

17-Up

6.25

Table No, V gives a breakdown of the number of years of
teaching business subjects alone,

The majority of the graduates

responding had from one to five years• experience teaching business
subjects, with 38,09 percent having from three to five years,
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TABLE V

YEARS OF EXPERIENCE IN TEACHING
BUSINESS SUBJECTS

Years of Experience Teaching
Business Subjects

Total

Number of
Graduates

Percent of Total With
Teaching Experienc~

1

5

23.80

2

6

28.57

3-5

10

38.09

6-10

1

4.76

11-16

1

4,76

17-Up

0

0
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The following curriculum was prepared by the Department of
.

7

Public Instruction of North Carolina:
One-Teacher Business Department
STENOGRAPH SEQUENCE
Ninth Year:

Elective
General Business
Tenth Year: Typewriting.
Eleventh Year: Shorthand
Twelfth Year: Secretarial Practice, Bookkeeping;
Economics, Salesmanship, Business Law,
or Economic Geography--Must chose
Business Math or two of the above.
Business English.
The following curriculum was designed for a large high school
with ~ore than one teacher in the business department:
STENOGRAPH SEQUENCE
Ninth-Year: General Business
Tenth Year: Typewriting
Eleventh Year: Shorthand
Twelfth Year: Shorthand
Business English
Secretarial Practice
Co-operative Office Education
The size of the school greatly determines the curriculum.
The one-teacher business department is limited to the number of courses
that qan be taught regardless of the facilities available.

It would be

difficult for the one-teacher department to offer beyond the first
year in any one course (typing, shorthand, etc.).

The larger school

would demand a more varied program to meet the needs of the students
adequately.

7Guidance ~Business Education, Suggestions for Counselors
and Administrators, Monograph 83, South-Western Publishing Company,
(Ohio: South-Western .Publishing CDf!lpany, 1953), 24.
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Table VI gives the classification of level and size of
school in which the graduates were teaching.

It was found that

the majority of those teaching in elementary had an enrollment of
from 200 to 1000 students.

All of those teaching in junior high

school had a student enrollment of from 500 to over 1000.

The

majority of the high school teachers had a student enrollment of
over 1,000.
TABLE VI
CLASSIFICATION OF LEVEL AND SIZE OF SCHOOL

Classification of Level
of School in
which employed

Student Enrollment in School
Percent

Elementary

26.31

Junior High
Senior High

200-500
40

500-1000

Over 1000

40

20

10.52

50

50

36.84

43

57

Other:
Librarian

5.26

Special Education

5.26

Guidance Counselor

5.26

100

College or Vocational
s.chool
10.52

50

100
100
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In response to the question "What activities other than
teaching do you sponsor or direct?" the greatest number of responses
were given to service activities such as yearbook, newspaper, etc,
Twenty-six percent indicated they had no additional activities or
responsibilities other than teaching,

Table No, VII lists the

responses and the percentage responding to each category,

The

second greatest number of responses was in the area of business
service which included administrative services to the school,

TABLE VII
ACTIVITIES OTHER THAN TEACHING

26,31%

1,

Teaching-related activities
Business clubs, etc,

31,52%

2.

Business service
Administrative services to the school

36,84%

3,

Service activities
Yearbook, newspaper, etc,

26,31%

4,

Other
Cheerleading sponsor, supervision of
student teachers

The response used most frequently in answer to the positive value
of work experience involved a better understanding of the business world
and what was needed in business today,

Also, the teachers indicated

they were better able to relate to the students• personal experiences
to illustrate points and ideas,

CHAPTER V
EVALUATION OF UNDERGRADUATE CURRICULUM
AND STUDENT TEACHING
Today almost every high school and college curriculum is
undergoing research and change.

It is only through accurate

evaluation that the best changes can be made.
I.

EVALUATION OF UNDERGRADUATE CURRICULUM

Only those students who had teaching experience were asked
to respond to the evaluation of the undergraduate curriculum
based on subjects being taught (previously taught or presently
teaching).

Table VIII gives this evaluation including the

professional semester.

The majority of students felt well

prepared in typewriting, and the majority felt well prepared
or adequately prepared in shorthand.
feel prepared in business law.

However, 13 percent did not

This percentage not prepared in

business law could be due partly to the fact that it was not a
requirement in the secretarial science program.

None of the

students responding felt well prepared in business law, general
business, or marketing.

The majority of students fek that the

weeks on campus during the professional semester wer~ average, with
22 percent rating the weeks on campus as excellent.

The majority

of the students rated the weeks off campus as excellent, with 22
percent rating the weeks off campus as average,

Four percent rated

the weeks on campus as poor with 9 percent rating the weeks off campus
as poor.

TABLE VIII
EVALUATION OF UNDERGRADUATE CURRICULUM BASED ON SUBJECTS TAUGHT
AND EVALUATION OF STUDENT.TEACHING
Course

Well Prepared

Adequately Prepared

Not Prepared

No
Response

Typewriting

50.00

31.81

18.19

Shorthand

45.45

22.72

31.90

4.54

9,08

9.08

77,30

13.62

27.27

9.08

50.03

4.54

13.62

81,84

13.62

4,54

77.30

Bookkeeping
Business English
Business Law
Business Math

4.54

Economics

9,08

Clerical Practice

9.08

9,08

Secretarial Practice

27.27

4,54

68.10

Office Practice

22,72

18,18

59.10

General Business

77.30

9.08

72.74

4.54

9.08

86.38

13,62

27.27

4,54

54.57

4.54

9.08

4.54

81,85

Vocational Office Practice
Professional Semester:

4,54

18.18

Marketing
Office Machines

90.92

Weeks On-Campus
Weeks Off-Campus

Excellent 22.72
Excellent 50.00

Average
Average

63.63
22.72

Poor
Poor

4,54
9,08

"'

0,
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Table IX gives 'the evaluation of the undergraduate curriculum
based on subjects taken while enrolled at Morehead State University.
This table was based on the total number of responses tabulated.
The majority of the students felt that psychology was essential,
very desirable, or desirable.
as essential.

Twenty-five percent rated psychology

Thirty-four percent rated orientation in education

as desirable,while 25 percent rated it as of doubtful value or
6 percent as no use at all.

Six percent rated fundamentals of

secondary educatio~ as of doubtful value or no use at all, while
three percent rated it as very desirable.

The majority of the

students rated secretarial practices as either essential or very
desirable,while 44 percent rated it as essential.

Twenty-two

percent rated general business as essential, while 28 percent rated
it as either very desirable or desirable.

Three percent rated

a need for additional methods courses to be added in the curriculum.
Research has indicated that business teacher training programs,
methods of teaching, evaluation procedures, andaclninistration
are areas that need further research and study.

CalhounC:.

lists the following areas that are deserving of both formal
and informal resea.rch efforts:
1.
2.
3.

Articulation. .Research designed to produce
the most effective ways of coordinating the
efforts of business teachers at all levels.
Automation. Training students for employment
using data processing equipment.
Certification. Evaluating cert.ification
requirements in certain fields of study;

TABLE IX
EVALUATION OF UNDERGRADUATE CURRICULUM BASED ON SUBJECTS TAKEN AT
COLLEG~

Course

Essential

Very
Desirable

Desirable

Dou8t£ul
Value

21.87

21.87

6.25

34.37

25.00

6.25

25.01

3.13

3.13

90,61

3.13

90,61

No Use
At All

No
Response

GENERAL EDUCATION COURSES:
Psychology
Ori~ntation in
Education
OTHERS:

25.00
9.37

25,01

(Written In)

Fundamentals of
Secondary Education

3.13

Human Growth and Development

6.25

SPECIAL COURSES:
Methods Courses In
Bookkeeping

12.50

6.25

6.25

Secretarial Practices

43. 75

25.00

12,50

General Business

21.87

15.62

12.50

OTHERS:

75.00
3,13

84.38
50.01

~Written In)

Additional Methods Courses

3.13

96.87

w

0
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4.
5.

6.
7.

Curriculum. Study to determine the most effective
business educati·on curriculum at any given
level.
Graduate Programs. Research to identify the most
desirable pattern of graduate business teacher
education relative to the demands of the
teacher's job.
Guidance. Surveys to determine the availability of
jobs and the extent to which teachers are
preparing for the jobs.
Student Teaching. Further study to determine the
relative value of the various student teaching
programs. 1

In January, 1966, John

c.

Roman made an analysis of the

business curriculum in 44 states and Puerto Rico, 36 major cities,
and 30 small cities in the United States.

One of the facts disclosed

was that both the nature and the number of business subjects offered
by a particular school are affected by the size of the_ city in which
the school is located.

The vocational education instructor must deal

with the needs of the job, description of changes in jobs available,
and information concerning entry qualifications and locations in
which-jobs are to be found.

2

Table No. X gives ~n evaluation of business content courses
taken while enrolled at Morehead State University.

This evaluation

indicated that typewriting was essential as well as shorthand.

Accounting

was listed as either essential, very desirable, or desirable by all
responding.

1

Calfrey c. Calhoun, "Business Education Research in Action,"
National Business Education Quarterly, (Spring, 1966), 14.
2

(Ohio:

John c. Roman, The Business Curriculum, Monograph Number 100,
South-Western Publishing Company, 1960), 19.

TABLE X
EVALUATION OF BUSINESS CONTENT COURSES TAKEN AT COLLEGE

Course

Essential

Typewriting

68. 7'.i

Shorthand
Accounting
Office, Clerical or
Office Practice

Very
Desirable

Desirable

Of
Doubtful
Value

No
Response

3.13

65.62

9.37
·9.37

18.75

18.75

6.25

12.50

21.88
37.50

43.75

12.50

6.25

37.50

Business Machines

40.62

21.87

6.25

Office Management

21.87

9.37

9.37

40.61

Business Math

15.62

28.12

12.50

43. 76

Economics

15.62

12.50

15.62

Business Connnunications

28.12

18.65

9.37

43,86

Business English

43. 75

2 8.12

6.25

78.12

· 3.13

96.87

3.13

93.74

3. 13

3, 13

6,25

28.13

50.0l

OTHERS: (Written In)
Personal Finance
Introduction to Business

3, 13

Filing

3, 13

96.87

Business Law

3.13

96.87

Business Psychology and
Human Relations

3.13

96.87

"'
N

Office,, dlerical or office practice was listed by 44 percent
as being essential,while 19 percent indicated it was very desirable
or desirable.

Business machines was listed by 3 percent as being of

doubtful value, while 40 percent listed it as essential.

Twenty-

two percent listed office management as essential,while 28 percent
listed business math as very desirable.

Six percent listed economics

as of doubtful value and 28 percent listed business communications
as essential.

The majority _indicated that business English was either

essential or very desirable.

Personal _finance and introduction to

business ,ve-m listed by 3 percent as being desirable, while filing,
business law and business psychology were listed by 3 percent
as being essential.
Research has indicated that.many changes are taking place in
the business curriculum.

Douglas _lists the following recent develop-

ments as worthy of mention in connection with the business curriculum:
1.
2.
3.
4.
5.
6.
7.

3

The typewriter is looked upon as a tool that all
should learn to use.
Some schoo.ls are combining the second-year typewriting
... and shorthand into an integrated course in office
p~actice.
Use of "Notehand" especially for the college bound.
There is a renewed interest in the co-op program.
There is a distinct trend toward the- use of electric
. typewriters for teaching purposes.
Business education is beginning to make use of the
newer mechanical and electronic aids growing
out of mqdern technology and electronics.
Teachers are making more use of progrannned texts
and all types of audio-visual aids.3

oouglas, ,2£• ill_., PP• 93-95.
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Douglas sunnnarizes his discussion on new developments in
business education with the following statement:

11

lt seems that

increasing emphasis should be and will be placed.on the development
of the thinking, reasoning, judgment, and creative powers of the
individual. 114

4

Douglas, .2E.•

.:.f.!:..,

p. 99.

CHAPTER VI
EVALUATION OF THE SECRETARIAL CURRICUWM
AND DIFFICULTIES ENCOUNTERED
The problem of determining the right goal becomes very
involved for the business teacher.

Goals are ever changing.

and ever improving and must be developed within each student.

I.

EVALUATION OF THE SECRETARIAL CURRICULUM

The following statements were made concerning professional
education and business content courses recommended to be added to
the pre-service secretarial curriculum:
1,
2.
3.

4,
5.

Reconnnended accounting and data processing,
Reconnnended a stronger program of business English,
Recommended that methods courses be split--one
typewriting and one shorthand,
Reconnnended a charm course for ·one semester,
giving the instructors more time to spend
teaching skills ..
Recommended a course in advertising and salesmanship
and a course. in personality and human behavior
(business related),

II.

SPECIAL DIFFICULTIES ENCOUNTERED

The following responses were given in regard to listing
special difficultie.s encountered during the first three years
of work and/or teaching experience:
1.
2.
3.

Motivating students in general business at the
beginning of the year.
Acceptance of business English as a necessary
part of the business education program,
Inability to teach speed and accuracy concurrently
in typewriting and shorthand. Poorly prepared
in metho4s of teaching shorthand,
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4.
5.

6.
7.
8.
9.
10.

Not enough material in the shorthand and typewriting
library.
Not prepared to purchase machines. No idea of extra
business teacher related duties for the school
office. The undertaking of teaching 50 students
in beginning typewriting.
Too much work at the beginning of the teaching
experience. Found students unable to check papers
for errors.
Discipline.
Had difficulty in teaching post-secondary women
who were older than the teacher.
Taught too many different courses.
Had difficulty in teaching in hometown school.
Age also a problem (was 20 when teaching at ·the
high school level).

CHAP~ER VII
SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS
Research is needed in virtually all phases of the business
program.

It is through the findings of such research that

better training can be given the business teacher, the student
teacher, the administrator, and the office employee,
I.

SUMMARY AND CONCLUSIONS

Morehead State University graduated seventy-six students
with either a major, minor, or an asso~iate degree in secretarial
science from June, 1960 to May, 1967,

Seventy-five letters were

mailed in an effort to evaluate the secretarial science curriculum
at Morehead State University.

One of the graduates had moved out

of the United States and no effort was made to contact the
individual,

Fifty-six percent of the total mailing list responded

to the questionnaire, _or 72,41 percent of the total number that
was assumed to be in the hands of the graduates since the letters
were not returned to the sender by the postal department,
This study revealed that 31 percent of those responding had
gone

on

to complete higher degrees and 15 percent had additional

hours beyond the.undergraduate degree,

A total of 59,37 percent

of those replying had entered the field of education while 25 percent
worked in other capacities including administration, secretarial work,
and the ministry,
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This study also showed that 65 percent had taught business
subjects, with the greatest percentage, 3~.09, having taught three
to five years.

'
Of the 59.37 percent presently
teaching, 36.85

percent taught at the high school level, with 57 percent in a
senior high school with a student enrollment of over 1,000.
This study revealed that responsibilities and activities
most frequently placed upon the business teacher involved service
activities such as the yearbook and newspaper.

The next greatest

number of responses was in the area of business service to the
school which was related to administrative services.
The total percent having work experience in addition to
teaching was 68.75.

Ninety-one percent of this figure responded

favorably to the positive value of work experience in contributing
to teaching business subjects.
The results indicated that the weeks on-campus during the

campus.

The weeks on-campus were rated average by 63.63 percent,

while t'lie weeks off-campus were rated excellent by 50 percent.
The evaluation of the curriculum based on subjects taught
since leaving Morehead State University indicated that students
felt least prepared in business law and best prepared in typewriting.
The evaluation of th~ curriculum based on subjects taken while enrolled
at Morehead State University indicated that psychology, secretarial
practices, and general business were essential, .with orientation in
education and fundamentals of secondary education of little value.
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The evaluation of the business content courses taken
rated typewriting, shorthand, business English, office, clerical or
secretarial practices, and business machines as essential.
Accounting and economics were rated of doubtful value.

This response

could be due to the fact that not all secondary schools offer courses
in accounting, and.often the economics courses are placed in the
social studies department.
This study also indicated that courses needed to be included in
the pre-service secretarial curriculum were accounting, data processing,
business English, methods courses.for typewriting and shorthand, a
charm course, a course in advertising and salesmanship, and a course
in personality and.human behavior.
The.results of the study_ revealed the following problems of
the beginning teacher:. motivation; discipline; material needs;
large classes to.instruct; too many_ different cour~es and too much
work; and problems in teaching in hometown school.
II.

RECOMMENDATIONS

As a result of this study the following recommendations
were made:
1.

2.

Secretarial science students should be better
prepared in areas of bookkeeping, business
English, business law, general business,
and marketing.
The professional semester period on-campus must
be upgrade~ to give the students more practical
experience that can be related to the classroom.
Orientation in education and fundamentals of
,
secondary education should ~e carefully reconstructed
to be ..of value to the student.
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3,

4.
5.

Additional metnods courses should be included in
the curriculum, with a stronger course in
business English or business connnunications
incorporated into the-program of study. A
course in social fundamentals and a course in
personality and human behavior as related to
businessshould be added to the curriculum.
Students should be taught:practical approaches to
teaching, including motivating elements and
factors for the classroom.
Students need a better understanding of actual
requirements of the classroom, including
purchasing o.f equipment and related duti,es
of the teacher, These could be covered in a
relat~d methods course or a course in general
education.
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APPENDIX

APPENDIX A
SAMPLE SURVEY INSTRUHENT

MOREHEAD STATE UNIVERSITY
MOREHEAD, KENTUCKY 40351

SCHOOL OF APP LIED SCIENCES
AND TECHNOLOGY

February 1, 1 969

Mrs . Anna Gale Warrinner
Morehead , Kentucky
Dear Mrs . Warrinner :
As a graduate assistant in the Business Education Department
at Morehead State University , I am int erested in your
evaluation of the Secretarial Science curriculum at this
University. Si nce you graduated with either a major, minor ,
or an Associate Degree in Secretarial Science , your opinion
and evaluation of the program in regard to the s pe cific items
listed on the attached questionnaire would be appreciated .
This questionnaire will assist in determining the status
of the Secretarial Science program and reveal current
weaknesses and/or strengths in the present situat ion.
A self- addressed , stamped envelope is attached for your

convenience in returning the questionnaire . Your· cooperat ion
in this matter will be appreciated . A summary of the results
of this study will be sent you upon request.
Sincerely,

~--

Ada Lee alisbury
P.O. B
588 , M. S.U .
Morehead, Kentucky 40351
Enclosures
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Dear
As a graduate assistant in the Business Education Department
at Morehead State University, I am interested in your
evaluation of the secretarial science curriculum at this
University. Since you graduated wit~ either a major, minor,
or an associate degree in secretarial science, your opinion
aµd evaluation of the program in regard to the specific
items listed on the attached questionnaire would be appreciated.
This questionnaire will assist in determining the status of
the secretarial science program and reveal current weaknesses
and/or strengths in the present situation.
A self-addressed, stamped envelope is attached for your
convenience in returning the questionnaire. Thank you
very much.for your cooperation. A swmnary of the results
of this study will be sent you upon request.
Sincerely,

Ada Lee Salisbury

P.O. Box 588, M. s. U.
Morehead, Kentucky
Enclosures

40351
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Na~e_________________________________
Address_________________________________
School system or business/industry in which you are employed
~1Degree(s) earned: (If a degree is not completed, list total number
of hours completed.) Check the ones that apply.
Major
(Write In)
Minor
,g9Bachelor _ __
Master _ _ __
Doctors
---Type of Certificate ,held: _____________________
Eight __
69.If teaching now, at what level(s)? Elementary__ Seven
Other
________
_
Nine
Ten
Eleven
Twelve
'.fif working in another capacity, specify position
•iTotal years of teaching and/or work experience ___________
Number of years' experience in teaching business subjects: (Check)
One
Two__ Three to Five__ Six to Ten__ Eleven to Sixteen._ __
School in which you are employed: Elementary__ High School_ _
Junior High School __
Other_______
Size of school: Under 200
200-500 .
500-1,000__ Over 1,000_
(This total should be student enrollment)
What activities other than teaching do you sponsor or direct?
1, Teaching-related activities (Business clubs, etc.)
2. Business service (Administrative services to the school.)
3, Service activities (Yearbook, newspaper, etc.)
4. Other ___________________________
,-<Have you had work experience in addition to your teaching? Yes__
If Yes, what type? _____________________
No
r\Has this work experience contributed to your teaching business
subjects? Yes
No
If Jes, how? ______________
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A.

Evaluation of Undergraduate Curriculum Based bn Subjects Taught
(Complete this page only if you are teaching or have taught)

EVALUATION PLAN
Please check (x) the Column I if you are now teaching the course
listed at the left.
Please check (x) in Column 2, 3, or 4 your evaluation of your
pre-service preparation for each- course that you are now
teaching or have taught previously.
Course

Now
Teaching

Well
Adequately· Not
Prepared Prepared
Prepared

Typewriting
Shorthand
Bookkeeping
Business English
Business Law
Business Math
Economics
Clerical Practice
Secretarial Practice
Office Practice
General Business
Marketing
Office Machines
Vocational Office
Pr.act ice
OTHERS: (Write In)

~,, H_ow
would you evaluate your student teaching experience and
professional semester at Morehead State University? (Check)
"-,
Weeks On-Campus:
Weeks Off-Campus:

Excellent.___
Excellent___

Average_ __
Average_ __

your

Poor
Poor--

4use this section to make any other comments you wish concerning
your student teaching experience: _________________
........._,,...
~

/
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I

Evaluation of Undergraduate Curriculum Based on Subjects Taken
EVALUATION PLAN

Please check (x) in the appropriate column at the right your
opinion of the importance of each course taken as part of your
pre-service training.

Undergraduate
Courses

Essential

GENERAL EDUCATION
COURSES:
Psychology
Orientation
in Education
OTHERS: (Write In)

SPECIAL COURSES:
Methods Courses:
Bookkeeping
Secretarial
Practices
General Business
OTHERS:

Very
Desirable

Desirable

Of
Doubtful
Va)_ue

No
Use
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Undergraduate
Courses

Essential

Very
Desirable

Desirable

Of
Doubtful
Value

No
Use

BUSINESS CONTENT COURSES:
Typewriting
Shorthand
Accounting
Office, Clerical, or
Office Practice
--Business
Machines
Office
Management
Economics
Business Math
Business
Communications
Business
English
OTHERS: (Write In)

Please list other Professional Education and Business Content
courses you would recommend to be added to the pre-service
secretarial curriculum:

List any special difficulties you encountered in_your first three
years of work/teaching experience: __________________
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Dear
Recently you were mailed a cover letter and questionnaire
regarding a follow-up study of the secretarial science
graduates of Morehead State University, To date your
questionnaire has not been returned,
This is a
the first
attaching
addressed
completed

busy time of the year and it is possible that
letter was delayed in the mail; therefore, I am
another copy of the questionnaire and a selfenvelope for your convenience in returning the
form to me,

Yoµr cooperation in this matter will be greatly appreciated,
Should you desire a copy of the results, please indicate on
the questionnaire,
Sincerely,

Ada Lee Salisbury
Enclosures

APPENDIX B
TABLES
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TABLE I

GRADUATES WiTH MAJORS, MINORS, OR ASSOCIATE DEGREES IN
SECRETARIAL SCIENCE FROM JUNE, 1960 TO MAY, 1967

Year
of
Graduation

Number
of
Graduates

Number
of
Responses

Percent of
Total
Responding

1960

2

l

2.38

1961

*1

3

7.14

1962

5

3

7.14

1963

9

5

11.90

196.4

11

7

16.66

1965

12

7

16.66

1966

15

9

21.42

1967

**15

7

16.66

76

42

Total

*One of the 1961 graduates had moved out of the United States;
therefore, no effort was made to contact this individual.
**Four of the 1967 graduates received the associate degree.

54

TABLE II

PERCENT OF RESPONSES RECEIVED FROM GRADUATES WITH
MAJOR, 11INOR, OR ASSOCIATE DEGREE
.IN SECRETARIAL SCIENCE

Year
of
Graduation

Percent of Total
*Percent Unable to
Reponses
Respond
Received
And Returned Questionnaire

1960

2,38

0

1961

7.14

0

1962

7,14

0

1963

ll,90

lO

1964

16,66

20

1965

16,66

20

1966

21,42

30

1967

16;66

20

*A total of 23,80 percent of the 72,41 percent returning the
questionnaire indicated they were unable to respond to the
questions for various reasons,
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TABLE III
MASTER'S DEGREES COMPLETED SINCE GRADUATION

Area of Study

Percent of
Total
Completing Degrees

Number of Responses

Theology

1

10

Education

4

40

Guidance and Counseling

2

20

Supervision

1

10

Business Education

1

10

Connnercial Degree from
Business.School

1

10

10

100

Total

ADDITIONAL WORK WITHOUT COMPLETION OF A DEGREE:
Library Science

1

20

Law

1

20

1

20

Business Education

2

40

Total

5

100

· Special Education

NOTE: Ten of the 32 responses tabulated had gone on to
complete a master's degree. Five the the 32 responses tabulated
had additional hours but had not completed the master's degree.
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TABLE IV
YEARS OF TEACHING AND WORK EXPERIENCE

Years of Teaching and
Work Experience

Percent of Total
Having Work Experience

1

9.37

2

12.50

3-5

43. 75

6-10

21,88

11-16

6,25

17-Up

6.25
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TABLE V

YEARS OF EXPERIENCE IN TEACHING
BUSINESS SUBJECTS

Years of Experience
Teaching Business Subjects

Number of
Graduates

Percent of Total
With Teaching
Expertence

1

5

23.80

2.

6

28,57

3-5

10

38.09

6-10

1

4.76

11-16

1

4.76

17-Up

0

0

Total

23
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TABLE VI
CLASSIFICATION OF LEVEL AND SIZE OF SCHOOL

Classification of Level
of School in Which
Employed

Percent

Elementary

26.31

Junior High
Senior High

Student Enrollment
Over
200-500 500-1000
1000
40

40

20

10.52

50

50

36.84

43

57

Other:
Librarian

5.26

Special Education

5.26

Guidance Counselor

5.26

100

College or Vocation~l
School
10.52

50

100
100
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TABLE VII

ACTIVITIES OTHER THAN TEACHING

'

26,31%

1.

Teaching-related activities
Business clubs, etc.

31.52%

2.

Business service
Administrative services to
the school

36.84%

3.

Service activities
Yearbook, newspaper, etco

26.31%

4.

Other
Cheerleading sponsor, supervision
of student teachers

EVALUATION OF UNDERGRADUATE CURRICULUM BASED ON SUBJECTS TAUGHT
AND EVALUATION OF STUDENT TEACHING·
Course

Well Prepared

Adequately Prepared

Not Prepared

No Response

Typewriting

50.00

31.81

18.19

Shorthand

45.45

22.72

31,90

4.54

9.08

9.08

77.30

13.63

27.27

9.08

50.03

.;.

,4.54

13.62

81;84

12.62

4.54

77.30

Bookkeeping
Business English
Business Law
Business Math

4.54

Economics

9.08

Clerical Practice

9.08

9.08

Secretarial Practice

27.27

4.54

68,10

Office Practice

22. 72

18.18

59.10

90.92

General Business

4,54

77,30

18,18

9,08

72.74

4,54

9.08

86,38

13.62

27.27

4.54

54.57

Vocational Office Practice

4.54

9.08

4.54

81.85

Professional Semester:

Excellent
Excellent

Marketing
Office Machines

Weeks On-Campus
Weeks Off-Campus

22. 72
50.00

Average
Average

63.63
22.72

Poor
Poor

4.54
9.08

"'

0

TABLE IX
EVALUATION OF UNDERGRADUATE CURRICULUM BASED ON SUBJECTS TAKEN AT
COLLEGE

Course

Of
Doubtful
Value

Essential

Very
Desirable

Desirable

25.00

21.87

21.87

6.25

34.37

25 .00

6.25

25.01

3 .13

3.13

90.61

3.13

90 . 61

No Use At
All

No
Response

GENERAL EDUCATION COURSES :
Psycho logy
Orientation in
Education

9.37

25.01

OTHERS: (Written In)
Fundamentals of
Secondary Education

3.13

Human Growth and Development

6 . 25

SPECIAL COURSES:
Me thods Courses In
Bookkeeping

12.50

6.25

6. 25

S e cretarial Practices

43. 75

25.00

12 . 50

Genera l Business

21.87

15. 62

12 . 50

OTHERS:

75.00
3 .13

84.38
50.01

(Written In)

t.dditional t1ethods Courses

3.13

96.87

....
°'

.1.n..LJJ...d.:,
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EVALUATION OF BUSINESS CONTENT COURSES TAKEN AT COLLEGE'
Of
Doubtful
Value

No
Response

Essential

Very
Desirable

Typewriting

68.75

9.37

Shorthand

65.62

9.37

Accounting

18.'75

6.25

12.50

37.50

Office, Clerical or
Office Practice

43. 75

12,50

6,25

37.50

Business Machines

40,62

21,87

6.25

Office Management

21,87

9,37

9.37

40.61

Business Math

15,62

28,12

12.50

43. 76

Economics

15,62

12.50

15,62

Business Communications

28,12

18.65

9.37

43,86

Business English

43.75

28.12

6,25

78.12

3, 13

96,87

3.13

93, 74

Course

Desirable

3.13

18.75
3.13

3, 13

6,25

21.88

28,13

50,01

OTHERS: (Written In)
Personal Finance
Introduction to Business

3.13

Filing

3.13

96.87

Business Law

3,13

96,87

Busine~s.Psychology and
· auhiJn
Re lat ions
, ''

3.13

96.87

.
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